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, GEORGIA DEPARTMENT OF H U M Y ~  RESOURCES. 
. ' OFFICE OF AWIN~ISTRA'TIVE SERVICES 

. . . -  
APPLICATION FOR RECORDS RETENTION SCHEDULE 

.. RECORDS MANAGEMENT UNIT 
I_- ----~ -_I___ --L__ ----.----- 

For instructions on completing this form contact DHR Records Management Unit. 47 Trinity Avenue, Atlanta. Georgia 
30334. Phone - (404) 656-4976 GIST: 2214983 

T o m M o @ p - -  __ D i r  e ctor ~ ,,_.. _-__ ~ -. ~ 894-5131_-- 
L h i o r .  Requested 

a. 0 Establish Rwntion sshdub; mwrd will mntinw to .ocurnuIatm. 
b. 0 Dipon of m w n t  ucumulation; no further uwmuletion mticipatsd. 
c &bmmdAppliutionNo. 3 - 3 3 7  ChackOn: Chmge; 0 Super&; 0 Void 
I- -I ~_-~,.--~---~-- 

S. Records Serb  Tile llolbwsd by tith umd b offb: HdUfmntl 

C l i e n t  Service D i s c r i m i n a t i o n  Compla in t s  A g a i n s t  Department 6; Provider. 
Ser vi ce _i --.._-_I_ wht ~ ~hr~-~~~~~~~~ inrvh ich" th - , lnoor -d - r - r iec - ic - - ted )  

I. D.oa of S N i i s  

* I L n  

c___-I__I 
1. Oivirion and Off- Funaim 

The O f f i c e  o f  R e g u l a t o r y  Services h a s  the r e s p o n s i b i l i t y  t o  p r o v i d e  f o r  the s u p e r v i s i o n  a n d  
management o f  the Depar tment ' s  r e g u l a t o r y  and q u a l i t y  control f u n c t i o n s  i n c l u d i n g  med ica l  
c a r e  f a c i l i t i e s ,  l a b o r a t o r y  f a c i l i t i e s ,  and c h i l d - c a r i n g  and c h i l d - p l a c i n g  a g e n c i e s  and 
f a c i l i t i e s ;  t o  i n s u r e  o b j e c t i v i t y  i n  these a c t i v i t i e s ;  t o  f a c i l i t a t e  communicat ion and coor- 
d i n a t i o n ;  t o  enhance the Department's a b i l i t y  t o  d e v e l o p  p o l i c y  on r e g u l a t o r y  a c t i v i t i e s  and 
move t o  a s t a n d a r d i z e d  approach for enforcement; t o  f a c i l i t a t e  the deve lopment  o f  i n t e r p r e t i  
g u i d e l i n e s  and a consistent approach t o  i n t e r p r e t a t i o n  o f  r e g u l a t i o n s ;  and t o  provide a 
mechanism t o  a s s i s t  i n  the deve lopment  of  p l a n s  for f u t u r e  r e g u l a t o r y / q u a l i t y  a s surance  
functions where needed. 

- . ~  ---- -------~--,--"---I--. ~ .---..I-_ __ 
I. Records Series Lhscription 

Documents relating to: 

Included are: 

This  f ib cantainr the following documenu (indud. form numkKI md dtles, / ~ M Y ) :  Attach mmpler of the file. 
i n v e s t i g a t i o n s  o f  c o m p l a i n t s  a g a i n s t  DHR and i t s  service p r o v i d e r s  b y  

let ters and notices of c o m p l a i n t ;  n o t i f i c a t i o n  o f  c o m p l a i n t  a g a i n s t  t o  
r e s p e c t i v e  Division/Office r e g a r d i n g  p r o v i d e r  v e r i f i c a t i o n ;  and where 
a p p l i c a b l e ,  report of f i n d i n g s ,  c o n c l u s i o n s  and recommendations o f  on-site 
review. 

-clients.  ( C i v i l  R i g h t s  A c t ,  1964) 

, I  

Q 
Th. fib is anmsed : a l p k p @ e t i c a l l y  b y  name of p r i n c i p a l  p e r s o n  concerned 



‘I: 
d. Audltperlod yeart. 
0. Admlnimatiw md L w n .  
f. F d i r J  mentlon III~WUC~~OM wrri 

Acpd, cupy or oxcwpt of *m or rqwlnions. ExpWn drnlniarotiw nod. 

-I-.c ~ - -__ ____ _--_ 
12. rpProud D-bn Imtrucrions Thu .gency rreDrnmnds that the tilo a r k  bo M off at the ond of M&: 

0C.knd.r Yew: 0 Flval Ynr;  F e r  then. 
Upon f i n a l  d i s p o s i t i o n  of the charge  of a c t i o n  p l a c e  a l l  p a p e r s  i n  closed f i l e  a t  the end 

- m n t h b l  .In- vurbl; than 
f each  c a l e n d a r  k? Hold in th. current files 
0 Tronder to bsrl holding om; hold 
fi T n n h  to Stln Row& Cantor; hold &--- wlsl; then 
B thnrov 
0 Tmtfor to .%to Archlun for pwmrnrnt nuntkn.  
nOthor  ~crpecrtvl 

vwr(s1; then 

Records may be t r a n s f e r r e d  t o  the S t a t e  Records  Center e a r l i e r  i f  
s t o r a g e  prob lems  e x i s t .  



. d  

APPLICATION F O ; ~  RECORDS RETENTION SCHEDULE 

- . - ._ 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgla, 30334, 
Atnntion: Scheduling Section. 

Georgia Department of Human Resources 
Office of State h Local Affairs 
Affirmative Action Unit - Room 408-S 

Mrs. Charlotte Knawles 

0. 

b. 

I. Actlon Requested 
Enabiisn Retention Schedule: record will continue to  accumulate. 

0 DISDOSO of present accumulation; no further accumulation anticipated. 

DEPARTMENT OFFICE Of THE SECRETARY ARCHIVES AND O f  STATE HISTOR 
RECORDS MANAGEMENT DlVlSlON 

c. 0 Amend Application No. - Checkone: 0 Change; 0 Supercede: 0 Void 
1. O m s  of Series I 5. Records Series Title /followed bv tftle used in office: if differentl 

I Iarllrst Latest 

1971 L, date Title VI - Civil Rights Complaints Against Physicians and Dentists Fil 
1. Divlslon and otfia Function What i5 the function of tha Division and the Office in which this record series IS created? . 

~ + ~- - ., .~ . 
:i:e L:;lca oi Stare ar.3 Local Coordination has  the responsibility lor coordinating the activities of the Depsrtmenl 

AssociatiGn. 
; wi:h thil Scaie Legislsture; the Atiorney General; tte County Cc,missionxs' Association; and the Municipal 

In addition, this OfJice is re:;ponsiSlc for the coordination of activities relating to rules and -. rcgulacions -:hat require Eoard appraval of for&l hearing; the coordination of the Departxent's efforts in pro- 
\."' LY-nd disasi:er relief;. and for Lorking with rhc Office 0: Planning and WIdget in  maintaining a system for 

, tracking leaislation that affeccs t'ie Deportn2nt. 
The P.ffirrna' iva ActiDn and Civjl Rights Unit has the responsibility to  insure^ that equal employment opportunities 
and services axe providrd to all staff of the Department, and to clients who seek and receive services from the 
Department; and to 
investigate all complaints called to the attention of the Department regarding equal opportunity. 

and to establish a program of education orienced toward Title VI and Title VII compliance; 
~ -~ - ~~~~ ~ ~~ - ~ ~ - ~ ~~ -~ ~~ - - - ~  ~~ 

~~~ - - _ _ ~  -~ ~ 

_ -  . Rocord Series Delcriptlon T h i s  file contains the following documents /include form numbers and titles, if any): 
. $ - ~ -  . .  ... 

< - .  
, - r'i. 

, .  _ _  ~ . -Attach samples of the file. I .~ 

- .  
,-- - ~r :. c ..- .~ - . ..~. '. ~ . _ I  

- . >  -4- 
_I- L I  ~ 

. . ~  <:. .. . -~ ~ ~ i l  Documenti re!atbg'io:, . .~ . . __ . - . ~ ,. .. 

investigating complaints against physicians end dentists charging discriminatiqn with 
respect to medical services. (Civil Rights Act, 1964) 

letter of complaint (usually from DHEW); 
Office regarding vendor verification; where applicable, report of findings, conclusions, 
and recommendations of on-site review. 

Included are: 
notification of complaint to respective Divisior 

File i s  arranged: 
-..alphageetically by last name of doctor. 
Monthly Referena Rate I _ ~  

How often are records referred to which are: 

-, 
5 ; Thirteen to twenty.four months old 10 One to six months old 15 

' Seven to twelve months old 
twentv-five months and older 2-3 ? 

Annual Rat# of Aew 
Lenw;ize , ,  drawers nllrl' : Legal-size drawers ' ;Shelves :Other Ifoerify) - 

on of Rewrds 

\ 

- w a ;  -n-.7e low) 



1. Rotmtlon Rquiremntr Tha following requires the wries to be kept: 

a. Steta LIW years. d. Audit period years. 
b. Sat- d limitation years. a. Administrative need 5 years. 
c Fadrel law years. f. Federal retention instructions years. 

- ~ . i  

.......... . -  -._ ~. ._ ~. -~ . Attach~mpyor ex&t of laws ;k regulatiod. Explain ad&nistretive'need. i .  

L 
- -  __ 

12 Apwvad Dbposition Instructions ~ Th,is agency recommends that the file series be cut off a t  the end of each: - , - .  ~. w -  _ _  
__then, - 0 Calendar Year: 0 FidlYeer; Ek 0th &:~ ~ 

-.:- ~ /- - -  
0 Hold in the current files area month(s) yearb); then 
0 Transfer to local holding wee; hold 
0 Transfer to State Records Center: hold 

0 Transfer to Sate Archives for permanent retention. 
65 0 t h ~  ISFUC&J 

yearb); then : 
year($); then 

a DWW. 

.. - 

Them initructions apply to a i l  prior and future accumulations of the series. 

'ecornmndatlons in para- 
raph 12 ire approved. 
Y diwpproved. attach letter 
I emplonotion.J 


